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EARLY CHILDHOOD SPECIAL EDUCATION PHILOSOPHY AND
PROCEDURES MANUAL FOR WALLA WALLA
SCHOOL DISTRICT
by
Sandra Kay Lee
July, 1990
The purpose of this project was to develop a philosophy
and procedures manual for the Walla Walla School District's
center-based special education preschool program.
Twenty-five school districts were asked if they possessed a
philosophy and procedures manual.

Six of those school

districts possessed a parent manual.

None of the districts

posse_ssed a procedures manual.
A manual was developed through interview of staff
members and adaptation of Head-Start procedures.

The manual

contains procedures for abuse and neglect reporting,
emergency/health, referral, child-find, extended school
year, transition, teacher planning, and a parent orientation
manual.
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CHAPTER 1
INTRODUCTION
Developmental education (educating handicapped
children age three to six years old) in many school
districts is a new endeavor.

This endeavor was

partially brought about by P.L. 99-457 which funds
education of birth to six year old children.

Many

school districts are still scrambling to put a viable
educational structure into place that meets the needs of
this group of children by 1990.
The focus of this project is to develop a
philosophy statement and a procedures manual which can
be used in a center-based program for three to six year
old children.

School District #140, located in Walla

Walla, Washington, did not have a written philosophy on
how to educate this population or a set of procedures on
how to refer and deal with children in the various
social and academic situations that do and may arise.
The absence of a philosophy and procedures created
confusion and frustration, especially among new staff
members.

This project attempts to alleviate much of

this disorganization and to save the time wasted spent
in replication and searching for the correct/best
process to follow in dealing with emergencies/healt~,
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referral, teacher planning, child-find, Extended School
Year, abuse and neglect, and parent orientation.

Statement of the Problem
Walla Walla School District does not have a written
philosophy and procedures manual for its developmental
education program.

Purpose of Project
The purposes of this project are:
1.

To determine what content a philosophy and

procedures manual should include and what manuals are
available state and nation-wide for a center-based
program for three to six year old developmentally
delayed children.
2.

To develop a philosophy and procedures manual

for a center-based program for three to six year old
developmentally delayed children for Walla Walla School
District.
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Definition of Terms
In the Walla Walla School District the terms are defined
as follows:
Child-find:

Provision called for in WACS 392-171-336.

This is the searching for handicapped children in the
community carried out by the school district.
Developmental Education:

Programs that educate

handicapped children ages three to six years old.
High/Scope:

Cognitively-oriented curriculum, modeled

after the belief that children learn through interaction
upon their environment, that was developed for the use
of handicapped preschool children.
MDT (Multidisciplinary Team):

In this project the MDT

consisted of the building psychologist, occupational
therapist, social services coordinator, speech therapist
and preschool special education teachers.
National Association for the Education of Young Children
(NAEYC):

An association of teachers/professionals that

work with young children birth to early elementary.
P.L. 99-457:

National law that funds education of

handicapped children ages birth to six years old.
completely into effect in 1990.

Goes
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Procedures Manual:

Compilation of written methods of

handling situations that occur (may occur)

in the

preschool setting.
Washington Administrative Code (WAC):

The rules and

regulations that must be followed in Washington State.
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CHAPTER 2
REVIEW OF RELATED LITERATURE
Most of the literature on educating developmentally
delayed preschool children focuses upon informing
administrators and educators about the components of
special education, what the law requires, and describing
the curriculum and environment needed for an effective
program (Thurlow, 1986;
Department, 1985;

New York State Education

Butler, 1974;

Linder, 1981; Nevada

State Department of Education, 1981).
Philosophy
A philosophy is the logical basis of a procedures
manual.

The "program goals, objectives, activities and

evaluation methods should indicate this underlying
philosophy" (Linder, 1981, p. 71).

The philosophy also

gives a school staff a common belief that encourages
cooperation and may give them a common jargon, as well
as a basis for discipline and service delivery
procedures (Linder, 1981).
Theories of Learning
There are three theories of learning according to
Robeck (1978):
cognitive.

behaviorist, social-psychoanalytical and

Behaviorists believe learning is a
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"relatively permanent change in behavior which cannot be
explained by injury, drugs, fatigue or other such
phenomena" (Grippin

&

Peters, 1984, p. 55).

This theory

is "typically associated with practices in many early
intervention programs" (Safford, 1989, p. 40).

Direct

instruction is an outcome of the behaviorist theory
(Robeck, 1978).

It is believed that a person's behavior

can be changed by those who know how to manipulate the
environment, because the environment creates learning
(Grippin & Peters, 1984).
The social-psychoanalytical theory "focuses on
emotional health and social competence of the child"
(Robeck, 1978, p. 313).
focuses upon conflict.

The central core of this theory
The conflict of inner "thoughts

feelings, emotions and impulses" causes learning
(Ysseldyke

&

Algozzine, 1983).

The child also learns

through imitation and modeling of others.

Society plays

a major role on what the child learns (Craig, 1986).
"Intervention-oriented programs for children at
risk or with handicapping conditions have increasingly
reflected Piagetian influences" (Safford, 1989, p. 42).
Piaget is the person most often associated with the
cognitive theory.

These theorists believe that children

learn best thorough active participation.

(~

"Intelligence

is structured over time by the child's action on the
world of people and things" (Robeck, 1978, p. 294).
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Children develop through stages by experience and
solving problems that are presented in a rich
environment (Grippin

&

Peters, 1984).

Most early intervention programs use a combination
of these three theories.

The importance of positive

adult-child interaction, home/program relations and
evaluation are greatly stressed by the National
Association for the Education of Young Children (NAEYC)
(Bredekamp, 1986).

All aspects (social, cognitive, and

behavior) need to be addressed in educating the
developmentally delayed child.

The cognitive theory has

become more influencial in recent years, but the
social-psychoanalytical and behaviorist theories have
not been discarded (Safford, 1989).

Procedures
After the philosophy is known procedures are
developed more easily.

Procedures and policies are made

for these reasons:
1.
2.
3.
4.
5.

to meet requirements of state agencies
to provide guidelines for achieving program
goals
to assist in avoidance of inconsistency
as a basis for decision-making
to assure fairness and protection of program
staff, children and parents.
(Linder, 1981,
p. 40).
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Many programs are required to have written
procedures, as well as policies, that are available to
the public (Illinois Department of Children and Family
Services, 1985)

(IDCFS).

Written procedures, however,

are not required of school districts in Washington.
An ERIC search was done to find what should be
included in a philosophy and a procedures manual, but
nothing was found in the research.

Therefore, topics

that were mentioned in various literature and Head Start
guidelines were used to develop this manual.
Discipline
Discipline is an important part of classroom
structure.

The IDCFS stressed the importance of

discipline that develops self-control.

Part of this

includes assuming responsiblity for one's own behavior.
Discipline needs to be positive and have various
techniques for dealing with different problems (Merrill,
1985) .
Health
The health of a child needs to be addressed often
in education.

Medical emergencies occur in schools and

clear procedures are needed in order to deal effectively
with these situations.

Other emergencies that educators

and administrators may have to deal with can be handled
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more effectively if they are throught through prior to
occurrance (Butler, 1974).
Infectious diseases and procedures in how to deal
with them was a topic of investigation. In 1987
Superintendant of Public Instruction (SPI), Washington,
published a control guide that explains what many of
these common diseases are and how each should be
handled.

Washington Administrative Code (WAC)

248-101-220 states that "in the event of the occurrence
in a school of any communicable disease, the local
health officer shall take any and all actions which are
in conformity with good medical practice and deemed
appropriate and necessary to control or eliminate the
spread of the disease in the school population" (SPI,
1987, p. 1) .
Communicable diseases, however did not include
nuisance diseases, such as ringworm and lice.

The

control of these diseases requires close communication
with the local health department (SPI, 1987).
Another issue that was addressed in the research
regarding health was the changing of soiled clothing.
No procedures were provided in the protection of the
employee and students.

It was stated, however, that "a

child's wet or soiled clothing shall be changed
immediately" (IDCFS, 1985, p. 21).
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Other Areas of Research
Research was done for the procedures of assessment,
referral, Individualized Educational Program (IEP)
development, child-find, abuse and neglect reporting,
and teacher planning.

The research produced nothing in

these areas beyond that which is in the WACs and state
and national law, such as P.L. 94-142, P.L. 95-266, and
RCW 26.44.
Extended School Year
Extended School Year (ESY) is another component of
early childhood special education in which procedures
are extremely helpful.

There are usually three criteria

considered on the decision for qualification.

These are

the:
1.
2.
3.

nature and severity of the handicapping
condition
evidence of regression-recoupment that impedes
self-sufficiency (Browder, 1984, p. 5).

Other literature on this topic provided information on
WAC 392-171-351 which gives the school districts the
responsibility of providing services beyond the 180-day
school year.

The literature also stated court cases

that have set the precedent for consideration for ESY
services (Browder, 1984).
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Transition
The last area of research is on the transition of a
handicapped preschool child to an elementary program
(special education or kindergarten).
procedures

"Well-defined

. assist the child's and family's

adjustment to the new environment and the child's
uninterrupted educational development" (Gerlock, 1985,
p. 3).

A smooth transition is extremely important in

preparing for the greatest possible success in school.
Gerlock states that experts believe that a smooth
transition is crucial to the child's education if the
child is to maintain the skill level that is currently
achieved (Gerlock, 1985).

Conclusion
The literature in the development of a philosophy
and procedures manual for preschool special education
is, at this time, sparse.

Because of this much

searching and confusion is currently going on in many
school districts.

From data collected it appears that

the level of comfort in this area is staggered
throughout the state and nation.

When education of
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these children is more developed then it is likely that
literature will become more diverse.
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CHAPTER 3
PROCEDURE
An ERIC computer search was done to discover what
should be included in a philosophy and procedures
manual.

When nothing was found topics that the manual

could possibly include were researched using an ERIC
computer search.

The components/topics chosen were

parent orientation, teacher planning, abuse and neglect,
emergency/health, referral to IEP process, child-find,
Extended School Year, and transition.
Since literature was very sparse other resources
were needed to develop this manual.

Twenty-five school

districts that educate handicapped children ages three
to six were contacted.

A total of twenty-one of these

districts replied after three written requests.

six

school districts possessed a parent guide/manual.
of those six also had a screening manual.

Two

The other

fifteen districts, out of the twenty-five written, had
no written philosophy or parent manual.

None of the

school districts possessed procedures manuals.
Two Head Start programs were contacted.

One

program had all of the components that are included in
this completed manual.

The other had some of the

components written and much unwritten.

Much of this

manual was done in conjunction with the second Head
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Start program (which was also included in the
self-study).
A request was put out on Special Net twice
resulting in one reply from Minneapolis.

The reply

explained that their district was in the process of
developing such a manual that would be completed in
1990-91.
The philosophy and discipline procedures were
developed by the preschool staff.

Four other

philosophies and two discipline procedures/statements
from Head Start programs that the second Head Start had
gathered were examined.

The NAEYC statement, and the

High/Scope curriculum were reviewed.

From these

materials a philosophy and statement of belief were
developed. The headings of the philosophy were taken
directly from the NAEYC statement.
A self-study of the Walla Walla School District
developmental education program was completed in the
1988-89 school year.

Determined from the self-study was

the need for a disaster plan, transition procedure and
philosophy.

The other procedures were chosen through

informal interviewing of MDT members, staff members and
the school administrator.

These people were asked what

procedural needs the school district possessed. The
procedures were then written after looking at the Head
Start manuals and members of the school and MDT staff,
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as well as the school administrator, were asked what
should be covered/included in each procedure.

The

philosophy and procedures were developed to meet the
needs of the Walla Walla School District.
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PAINE CHILD DEVELOPMENT CENTER PHILOSOPHY
HOME-PROGRAM INTERACTION
Paine Child Development Center (PCDC) recognizes
that parents are the primary educators of their
children.
Nurturing this relationship is the primary
goal.
PCDC respects cultural values and considers
family problem-solving strategies as a basis for
interaction.
Parents and staff must cooperate and share
responsiblity to ensure the well-being of the whole
child. This cooperation must also take place to be
advocates for the child's education, develop goals for
the child, and utilize community resources. Home visits
develop a relationship that makes these goals possible.
Parents are encouraged to become involved in a variety
of school activities.

CURRICULUM
The "child centered curriculum" at PCDC is based
upon real experiences.
PCDC strives to provide children
with a variety of developmental activities ranging from
concrete to more abstract experiences. Through "active"
exploration of materials and relationships children can
problem solve and begin to develop more abstract
reasoning ability.
PCDC believes children learn through their play.
This play is self-directed. Children make decisions
based upon the available choices in a teacher planned
environment.
Peer interaction is an important component
of cognitive, social, and language development.
Language development is a major focus, as it is
associated to all aspects of the active learning
process. Whenever possible therapy is integrated into
the classroom to maximize generalization of concepts and
social interaction.

ADULT-CHILD INTERACTION
Children's development is enhanced through a
variety of interactions with adults:
parents, ALPs
(Alternative Learning Program) students, volunteers, and
teachers.
A safe, supportive and nurturing environment
is developed through these interaction.
Positive
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techniques of guidance are utilized in all learning
situations.
Interactions are based upon understanding,
consideration and respect of each child's
condition/situation.
EVALUATION
At PCDC evaluation:
is developmental
is curriculum based
is positive
focuses upon preventing future failures
involves a team effort
involves a variety of assessment tools
focuses upon strengths

PAINE CHILD DEVELOPMENT CENTER

6

MISSION STATEMENT
We believe parents are the primary educators of their
children. We believe families must be empowered and
assisted to be effective in meeting the needs of their
children.
We believe children learn best in a child-centered,
cognitively-based experiential setting.
We believe mental and physical wellness are critical for
each child's development.
We believe people who work with our children and
families must be positive, healthy individuals,
committed to warm and ca~ing relationships with our
clients to facilitate their growth.
Our mission is to serve as facilitators in making these
beliefs reality for our clients.
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PAINE SCHOOL
ORIENTATION LETTER -- PLEASE KEEP!!

Dear Parents:
Welcome to Paine School. The following are
important suggestions we would like you to follow to
ensure an efficient program.
1.
ANY PARENT WHO BRINGS A CHILD TO SCHOOL SHOULD PARK
IN DESIGNATED AREAS AND SEE THAT THEIR CHILD IS PROPERLY
ESCORTED TO AND FROM THEIR CAR TO THE SCHOOL GROUNDS.
PLEASE DO NOT PARK YOUR CAR BEHIND OTHER CARS OR PARK IN
THE BUS TURN AROUND AREAS BEHIND THE SCHOOL.
PICK YOUR
CHILD UP AT THE 4TH STREET ENTRANCE TO THE BUILDING. NO
CHILD MAY LEAVE THE SCHOOL GROUNDS WITHOUT AN AUTHORIZED
ADULT TO ACCOMPANY THEM.
2.
ALL RADIO STATIONS BROADCAST CHANGES IN SCHOOL/BUS
SCHEDULES DUE TO WEATHER CONDITIONS, ETC.
PAINE SCHOOL
GOES BY THE KINDERGARTEN SCHEDULE IN SCHOOL CLOSURES,
ETC.
3.
NOTICES WILL BE SENT HOME ON GOLD COLORED PAPER
REGARDING SCHEDULE AND TIME CHANGES FROM THE REGULAR
PROGRAM. WE ASK THAT YOU PLEASE READ .ALL NOTICES SENT
HOME.
4.
THE STAFF CANNOT BE RESPONSIBLE FOR CLOTHING NOT
CLEARLY MARKED WITH THE CHILD'S NAME.
PLEASE MARK ALL
ITEMS SUCH AS COATS, HATS, SWEATERS, GLOVES, AND BOOTS.
BE SURE AFTER EACH LAUNDERING THAT YOU AGAIN MARK ALL
ITEMS BECAUSE THE INK MARKINGS DO WASH OUT.
5.
PLEASE DO NOT LET CHILDREN BRING PERSONAL ITEMS,
SUCH AS TOYS, ETC. TO CLASS. WE CANNOT BE RESPONSIBLE
FOR THEM AND THEY COULD BE EASILY LOST OR DAMAGED.
6.
WE ENCOURAGE PARENTS TO PARTICIPATE IN CELEBRATING
BIRTHDAYS OR OTHER SPECIAL OCCASIONS BY BRINGING OR
SENDING PARTY SNACKS FOR THE CHILDREN.
PLEASE NOTIFY US
AHEAD OF TIME.
7.
WE SUGGEST PARENTS DRESS THEIR CHILD IN WARM,
COMFORTABLE, EASY-CARE CLOT.HING TO ALLOW FOR ALL
ACTIVITIES, SUCH AS PAINTING AND OUTDOOR PLAY.
YOUR
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CHILD IS AT A DEVELOPMENTAL LEVEL IN WHICH THEY LEARN
MOST BY BEING ACTIVE.
PLEASE DRESS YOUR CHILD SO THAT
THEY ARE ABLE TO LEARN BY DOING.
8.

THE CLASS SESSIONS ARE AS FOLLOWS:
A.M.
8:30 - 11:20
P.M.
12:30 - 3:20. TUESDAY - FRIDAY ONLY.

9.
IF YOUR CHILD IS UNABLE TO PARTICIPATE IN ALL
ACTIVITIES (INCLUDING OUTSIDE PLAY) DUE TO ILLNESS
HE/SHE SHOULD REMAIN HOME FROM SCHOOL.
10. WE ENCOURAGE PARENTS TO VISIT AND HELP OUT IN THE
CLASSROOM ANY TIME, AND AS OFTEN AS POSSIBLE. YOU ARE
ALSO WELCOME TO BRING YOUNGER CHILDREN WITH YOU. WE
HAVE A PARENT ROOM THAT IS OPEN TO ALL PARENTS.
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ATTENDANCE
Attendance at the center is an important part of a
child's preschool experience. Regular attendance is
required.
Please contact school if your child will be
absent. After three consecutive unexcused absences a
social services worker will contact families to
determine the nature of the absence.
This policy is to provide assistance if needed to
ensure maximum time in school for all children.

(
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PAINE SCHOOL
BUS POLICY

For the safety of your child, all children must be
escorted to the bus stop and picked up from the bus by
an ADULT. The person picking up your child MUST be on
the "Authorized to Pick Up" list for your child at Paine
School. We will also check a picture I.D. card of that
person. Whomever picks up your child must be there on
or before your appointed time, as the bus cannot wait.
Children who are not met at the bus stop will be
returned to Paine School. You must make arrangements
with the school to pick up your child.
If transportation services other than district
school buses are used to transport your child, you will
need to be responsible for setting up that service.
This applies to services such as Noah's Ark. You then
need to notify the school IN WRITING that you have made
the arrangements.
If, for whatever reason, you make a last minute
change in transportation you will need to contact that
service and make the change; otherwise your child will
be transported according to the schedule that is already
set up.
1.
If any other than district transportation is
used, you make that arrangement for the non-district
transportation.
2.
Give the school your transportation schedule
IN WRITING preferably a week in advance.
The bus has a
set route and time schedule.
If·an emergency should
arise and your child is to be delivered to a diffeent
address the parent must call the school (527-3083) ahead
of time to be sure that address is on the bus route and
a note also must be written.
Please made bus schedule
changes only in the case of an actual emergency!
3.
We ask you to cooperate by having your child
ready and waiting for the bus in order to.maintain a
timely bus schedule. There are rigid bus rules which
are difficult for the children to follow, but are
necessary for their safety.
Please encourage your child
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to remain seated for the entire bus trip.
During the
year there will be unavoidable bus delays due to
weather, changes in schedules, and substitute bus
drivers.
Please allow time for this delay before
contacting the schools.
4.
Remember, your child must be taken to the bus
and met each time by and adult whose name is listed on
the "Authorized to Pick Up" list.
These rules will help to ensure that everyone
concerned knows what is to be done for your child.
thank you for your cooperation.

We
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POLICY FOR DROPPING OFF AND PICKING UP
CHILD FROM SCHOOL
(Parental Responsibility)

The following policies are necessary and designed
for the safety and well-being of your child. THERE WILL
BE NO EXCEPTIONS TO THIS PROCEDURE.
1.
WHEN BRINGING CHILDREN TO SCHOOL: Take children
directly to their classroom and stay with them until
8:30 a.m. (morning class) or 12:30 (afternoon class).
Please do not bring your child more than 10 minutes
before class begins.
If bringing your child early
cannot be avoided please take your child to th~ activity
room, outside, or wait by the office. School begins at
the times listed above.
STAY WITH YOUR CHILD UNTIL CLASS BEGINS.
CANNOT BE LEFT UNATTENDED.

CHILDREN

2.
WHEN PICKING UP CHILDREN FROM SCHOOL:
Please
arrive on or before 11:15 a.m. or 3:15. IT IS VERY
IMPORTANT THAT YOU LET A TEACHER KNOW WHEN YOU ARE
TAKING YOUR CHILD.
3.
Children may only be picked up by a PERSON WHOSE
NAME(S) IS ON FILE AT PAINE SCHOOL AS BEING AUTHORIZED
BY THE PARENTS TO REMOVE THAT CHILD FROM THE SCHOOL OR
BUS.
AUTHORIZATIONS CAN ONLY BE GIVEN IN PERSON BY THE
PARENT/GUARDIAN. A note or phone call will not be
accepted.

There will be NO EXCEPTIONS to this policy.

Thank you for your cooperation!

(
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PAINE SCHOOL
AUTHORIZATION FOR PICK.ING UP CHILDREN

CHILD'S NAME.--~---TEACHER. _ _ _ _ _ _ _ _ __

I have read and understand the policy for picking up children from Paine School:
The following people are authorized to pick up my child:

NAME_ _ _ _ _ _ _ _ _ _ _ __
ADDRESS,_ _ _ _ _ _ _ _ _ _ __
PHONE=-----~------

NAME_ _ _ _ _ _ _ _ _ _ _ __

ADDRESS,_ _ _ _ _ _ _ _ _ _ __
PHONc....._ _ _ _ _ _ _ _ _ _ __

NAME_ _ _ _ _ _ _ _ _ _ _ __
ADDRESS,_ _ _ _ _ _ _ _ _ _ __
PHON"-------------~

NAME·------------ADDRESS,
_ _ _ _ _ _ _ _ _ _ __
PHON~-------------

PARENT /GUARDIAN'S SIGNATURE

DATE
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LATE MEAL POLICY

The intent of the procedure is to ensure that the
child receives adequate food and is intended to help the
teacher, the child, the parent and the kitchen. The
teacher makes the decision to institute this procedure.
1.

Late arrival is defined as fifteen (15) minutes
after the meal time begins (8:45 a.m. or 12:45
p. m.)

2.

Food for children arriving late is obtained from
the kitchen.

3.

Food served to children arriving late will be
Breakfast:
cold cereal, milk, and juice
Lunch: peanut butter sandwich, fruit, vegetable,
and milk

4.

Late meals are eaten in the lunchroom and are
supervised by the parent or ride.

5.

Responsibility for obtaining food for the child is
as follows:
-The person bringing the child to school is
directly responsible for getting food for the
child.
-The teacher retains the final responsibility for
ensuring that the child is fed.
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LETTER OF AGREEMENT
Paine Developmental Education is a program designed to
involve parents in the social, emotional and educational
development of their children. We need your help in to
make this year's program a success for your child.
I UNDERSTAND THAT DEVELOPMENTAL EDUCATION IS A PROGRAM
WHICH STRESSES THE INVOLVMENT OF PARENTS AS WELL AS
THEIR CHILDREN.
I AGREE TO THE FOLLOWING;
1)
I will participate in home visits and notify the
teacher in advance if I am unable to keep the
appointment.
2)
I will read all notes that are sent home and return
completed forms quickly.
3)
I will make sure that my child is out and ready for
the bus on time.
4)
I will make sure that someone is home (or at the
babysitter's) when my child arrives home from school.
5)
I will notify the teacher and bus driver in writing
if there is to be a change in my child's transportation
at least one d_ay prior to the change.
6)
If there is to be a change in where my child is to
be transported I will notify the bus driver and teacher
in writing at least one week prior to the intended
change.
7)
For the sake of the other children and my own, I
will keep my child home whens/he is sick.
8)
I will cooperate with the Social Services
Coordinator in making sure my child receives needed
medical and dental care.
9)
My child may participate in all routine health
screenings including vision, hearing, speech, and
heights and weights which are given as part of the
school program.
10) My child may practice good preventive dental health
by brushing in class.
11) My child will have all· immunizations completed
before starting one day of class as required by State
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Law. (Note:
Parent may choose to sign
Religious/Philosophical Objection.)
12) My child will have completed physical and dental
exams on file at school as soon as possible.
13)
Pictures taken of my child may be used in
newspapers, television, displays, bulletin boards or
other types of educational publications.
14) My child will be in attendance in the program every
day thats/he is able.
I will contact the Center
(527-3083) if.my child will be absent.
15)
Center staff may make home visits at my
convenience.
I understand it is my responsibility to
keep scheduled appointments.
16)
I GIVE PERMISSION FOR MY CHILD TO RECEIVE FIRST AID
AND/OR EMERGENCY MEDICAL TREATMENT FROM PHYSICIANS,
DENTISTS, RN, OR OTHER HEALTH PROFESSIONALS, WHILE IN
ATTENDANCE AT PAINE SCHOOL OR ON THE BUS.

(
17)
I GIVE PERMISSION FOR MY CHILD TO RECEIVE NECESSARY
HEALTH AND PERSONAL HYGIENE INSTRUCTION, WHICH MAY
INCLUDE CHANGING CLOTHES WHEN NECESSARY.
18)
I understand that my child's records will be
forwarded to the schools/he will be attending after
preschool.

These are our expectations of you.
Please show your
consent by signing this letter.
I understand that my
child's record is available for me to review. This
information is confidential except to staff unless my
written permission is obtained.

Parent Signature

Date

Staff
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VOLUNTEER INTEREST CHECKSHEET
The volunteer interest checksheet is given out to
parents in the orientation packet to help introduce
parents to ways that they are able to help in or out of
the classroom. Many parents want to help, but are
hesitant because they do not know what can be done.
This checksheet provides many ideas on how they can be
helpful to the classroom.
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VOLUNTEER INTEREST CHECKSHEET

Out of Class Activities:
Room Assistant (Come in at least once a month to
organize the preparation of materials for classroom
activities for the month)
Room Parent (Organize parties; call parents to bring in
refreshments, make decorations, etc.)
Make phone calls ( ... to other parents to volunteer for
various reasons)
Typist (type various notes, forms, paperwork)
Fill in notes/forms (put names, decorations on sacks,
field trip slips, etc.)
Newsletter &/or Home packet Helper (run copies, staple
together, etc. )
Help prepare and set up decorations for special events
or parties.
cut out materials for classroom activities
Make Board Games for children to use in the classroom
Make "Big Books" for the class (enlarged copies of
books that can be seen by all in a group).
Collect or gather "junk" for art projects (egg cartons,
meat trays, tin cans, buttons, etc.)
Choose and bring in library books for the classroom.
Gather items and set up a science activity or display
for the children (bugs, seeds, leaves, sink/float,
etc.)
Gather items and set up a pretend play area for the
children (grocery store, doctor's office, restaurant,
Santa's workshop, etc.)
Plan a field trip for the class to take.
Activities Occasionally Involved with Children:

(

Take photographs at special events, trips, etc.
Take photos of daily activities and prepare a class
scrapbook.
Come on field trips
Show a film/filmstrip to the class
Share artifacts or costume from another country or
ethnic group
Share your hobby with the class.
What is it?
Share information about your job with·the class or
arrange a field trip to visit your jobsite.
What is it?
Read your favorite story or poem to the class.
Share a song with the class.
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Activities Directly Involved With Children:
Act as a regular classroom assistant
Cook with a small group of children
Show some children how to use carpentry tools
Play table games with a child/children
Set up and assist with an art activity (put out
materials, write names on work, etc.)
Work with children on the computer (guide them as
they use various programs . . . teachers will show
you how)
Help children make their own books (write down their
words to "stories", bind books [stories and pictures]
put title pages on them, etc.)

IF YOU ARE TRULY INTERESTED IN DOING THESE THINGS
PLEASE TAKE THE TIME TO TALK WITH THE TEACHER ABOUT THE
VARIOUS TYPES OF ACTIVITIES.
PLEASE TAKE THE INITIATIVE.
THE TEACHERS WOULD GREATLY APPRECIATE YOUR HELP!!
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CHILD HEALTH RECORD
The child health record form is used by both the
classroom teacher and the Social Services/Health
Coordinator to supply pertinent information about each
child that is enrolled in the program. The form is
filled out by the parent at the orientation/enrollment
home visit made prior to entrance to school. The
original form is given to the Social Services/Health
Coordinator and the carbon copy is given to the
classroom teacher.
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CHILD HEALTH RECORD
Child's name:
Age:
Address:
Birthdate:
----------------------city:
Phone=~----------Father's Name
Occupation:
Mother's Name
Occupation:
Others in Home
Language usually spoken in the home:
Ethnic background
Medical coupons:
Insurance:
Food stamps:
WIC:
Grant:
other:
SIBLINGS:
Name
Name
Name
Name

Age:
Age:
Age:
Age:

MEDICAL HISTORY;
Was there anything unusual about the pregnancy with this
child?
Did mother smoke, use alcohol or drugs during
pregnancy? ___________________________~
Did child require any special medical care or
hospitalization at birth or during the first month after
birth?
Any serious accidents or illnesses?
If yes, please explain

Yes

No

Child/Family-Physician------------------~
When Last Seen?
ANY OBSERVATIONS OR REPORTS OF:
Asthma
_ _ Bedwetting
Thumbsucking
--Nailbiting
_ _Allergies
==Indigestion
_ _ Frequent Fevers
--Epilepsy/seizure
Headaches
--Heart trouble
--Nightmares
Nosebleeding
--Difficulty
--Dental Problems
==Difficulty
--Seeing
Hearing
Please explain any difficulties
Has your child had a dental exam? Yes
No ___
Last Vision Examination: ______Results: R__/_ L_/_
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Wears glasses? Yes
No
Last Hearing Examination:
Results: R
L.~-Does your child have tubes?~~~~- Frequent Infections?
DEVELOPMENTAL HISTORY:
Two or three words
Age child began to speak
Did child seem to develop speech as well as most children?
Yes
No
If no, explain
PHYSICAL DEVELOPMENT:
Age Crawling
Age sitting up
Age Toilet trained
Age walking
Any observations about child's coordination while
walking up/down stairs
riding a tricycle
jumping rope
coloring
cutting with scissors
Is the child able to play physical games as well as most
children of the same age?
EMOTIONAL-SOCIAL DEVELOPMENT:
Any unusual behavior of child fears
temper
resistance to directions
easily upset
any special concerns about behavior of child?
any special talents or interests of child?
Types of discipline used
NUTRITION:
Does your child take vitamins and mineral supplements?~-Is there any food your child should not eat for medical,
religious, or personal reasons?
Is your child on a special diet?
Has there been a big change in your child's appetite in the
last month?
Does your child take a bottle?
Does your child eat or chew things that aren't food?
Does your child have trouble chewing or swallowing?
Does your child often have: Diarrhea?
Constipation?
Do you have any concerns about what your child eats?
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PAINE SCHOOL BUILDING GUIDANCE PLAN
It is our goal to foster self discipline in the
children at Paine School. We believe that each child
needs to learn to manage him/herself, both for personal
satisfaction and esteem, and to enhance social
relationships.
We attempt to utilize a preventative approach to
discipline; anticipating problems before they arise and
helping children learn constructive problem solving
skills as problems do arise.
We emphasize rules and problem solving techniques
that deal with health and safety issues and caring for
ourselves and others.
(We want children to feel that
school is a safe, caring and fun place.)

PREVENTATIVE MEASURES
1.

We provide a developmentally appropriate
program that:
Balances teacher-directed and
child-initiated activities.
Implements a predictable daily routine.
Minimizes children's "wait" time and
makes effective use of transitions.
Provides fun activities, individualized
to meet the strengths, needs, interests
of each child.

2.

We set clear, simple rules.
We consistently
and fairly explain and reinforce these rules.
We attempt to be calm, firm and loving as we
offer children appropriate choices and
matter-of-factly carry out consequences.

3.

We acknowledge and accept the feelings of
children and respect their varying abilities
and problem solving efforts.
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4.

We build on children's strengths and interests
and encourage appropriate behavior using
specific, non-judgemental descriptions.

5.

We model appropriate behaviors and language
for children.

OUR BUILDING RULES
1.

We use words to solve problems.

2.

We respect each other's bodies and feelings.

3•

We stay with the group (our class)

4.

We walk inside the building.

5.

We use indoor voices indoors.

6.

We use materials with care and put them away
after use.

7.

We take turns listening and talking.

SEQUENCE OF STRATEGIES
Rule Testing Situations
1.

If not a safety issue, ignore the behavior and
see if the child stops on their own.

2.

If a safety issue, or if inappropriate
behavior continues, state the rule being
tested and have the child restate it, OR ask
the child to state or demonstrate the rule on
their own.

3.

If inappropriate behavior continues, ask child
if they can demonstrate the appropriate
behavior on their own, or do they need some
help (genuine, gentle help from you).

4.

If the child still resists, tell them they
will need to be away from the group/situation
(time out) until they are ready to follow the
rule.
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5.

If child is still not ready, follow through on
the above and remove him/her from the
situation/group.

For all strategies, always positively reinforce
appropriate behavior as soon as it appears, with
specific, non-judgemental comments.

Problem Solving Strategies
1.

If two or more children are having a conflict,
and it is not a safety issue, first stand back
and observe the situation to see how, or if,
they can solve the problem on their own.
(This can offer valuable insight into various
children's coping, problem solving abilities).

2.

If conflict continues, encourage children to
tell each other how they feel.
Ask open-ended
questions that help direct children toward
solving the problem with their own ideas.
("Tell John how you feel when he does that",
"Tell him what it is exactly that you don't
like", e:tc. AND "What can you do so that
you'll both feel better about this?")

3.

If they are unable to come up with a workable
solution or articulate one, suggest some
possible alternatives.
("You could use it for
a while and then tell John when it's his
turn" ... "you could both use it together. You
can hold the baby, while John feeds her")

4.

If these suggestions don't help, or if the
problem turns into a frustrating situation,
re-direct children by suggesting 'other'
activity choices available to them.
(Gently
encourage other choices, while acknowledging
children's feelings.)
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5.

If child(ren) get aggressive, or, no solutions
are acceptable to them, a time out may be used
until they are ready to work out a solution.

TIME OUT
In most situations, TIME OUT is:
always a last resort
always short (3 minutes)
a time to sit and think or to calm down
not punishment
a time to watch others using. appropriate
behavior
Adults need to clearly state why the child is in
time out and when they can come back to the
group/situation ("When you feel ready", or "When I come
back to talk to you in a couple of minutes")
Always positively encourage/reinforce the child's
re-entry to the group/situation.
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WALLA WALLA DEVELOPMENTAL EDUCATION
CHILD ABUSE AND NEGLECT STATEMENT
Probably, at one time or another, every parent has
been at their "wits end" with their child.
It is at
times like these when children can become victims of
child abuse or neglect.
Program staff are here to give
parents someone to talk to when they are frustrated, or
to provide suggestions or ideas to use with their child
during those trying times. We are here to help you.
However, we are also concerned for the safety and
well-being of the child.
We are guided by three factors in dealing with
child abuse and neglect:
1)
State law; 2) School
district #140 policies; and 3)
our own program
philosophy.
1.
State Law requires all employees of agencies
such as ours to report to the Child Protective Services
or the Walla Walla Police Department all cases of
suspected abuse or neglect.
Failure to report is a
criminal act.
2.
School District #140 policies mandate we report
in compliance with State Laws.
Failure to report is a
criminal act and would result in the loss of a person's
job.
3.
Our program philosophy reflects our recognition
of parents as the primary care givers and educators of
their children. our program is committed to helping
parents in their roles as parents.
We have, therefore, developed a procedure for
reporting abuse which meets the requirements of the law
and ideals under which we work.
WE DO REPORT ALL SUSPECTED ABUSE AND NEGLECT. We will
provide support to the family after the report is made.
The parent can request that the Social Service
Coordinator (Social Worker) be present when, and if,
Child Protective Services does its investigation. We
can also refer parents to agencies for help, such as
counseling.
OUR GOAL IS TO KEEP FAMILIES TOGETHER AND TO IDENTIFY
AND SOLVE THEIR PROBLEMS.
Our Social Services Coordinator is trained to assist
families in preventing family crisis.
Be sure to let us
know if, and when we can help.
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ALL RECORDS CONCERNING YOU AND YOUR CHILD ARE KEPT
CONFIDENTIAL AND WILL NOT BE SHARED WITH ANYONE OUTSIDE
THE STAFF WITHOUT YOUR WRITTEN CONSENT WITH THE
EXCEPTION OF SUSPECTED CHILD ABUSE OR NEGLECT WHERE THE
CHILD'S EMOTIONAL OR PHYSICAL SAFETY MAY BE IN JEOPARDY.
IN THIS CASE ONLY, INFORMATION RELEVANT TO THE
INVESTIGATION WILL BE SHARED WITH THE AGENCIES INVOLVED.
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STAFF GUIDELINES MANUAL
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BEGINNING OF YEAR PARENT ORIENTATION
2 weeks prior to teachers first day of school:
A letter explaining enrollment process shall be
sent home.
A date and time for home visit shall be
included.
1 week prior to teachers first·day of school:
Letter reviewing process will be sent home.
Home
visit time and testing time shall be stated.
Before first day of school for students:
A home visit shall be made by Social Services
Coordinator (and teacher if possible) to fill out
all forms.
Enrollment forms shall be filled out
first.
If all forms are not completed in time
allotted another home visit shall be scheduled.
The parent orientation packet shall be given to the
parent and each form explained.
The child shall be tested by classroom personnel to
prepare for the IEP.
After two weeks of school:
Parent shall volunteer at least one day in the
classroom. The parent shall sign up for a day at
the home visit. A letter shall be sent home one
week prior to the scheduled classroom volunteer
day.
The Social Services Coordinator is
responsible for the reminder letter and for giving
the parent a tour of the school.
October:
An evening potluck dinner shall be scheduled. A
classroom orientation, activity/craft, introduction
of parenting classes/services/activities available
will be presented.

NEW STUDENT ENROLLMENT

1)
'

2)

L

~
3)

Referral to Multidisciplinary Team (MDT) (see
Serendipity & Community Referral Procedure).
MDT Assessment shall be given on the morning set
aside by all MDT members.
Parent shall be present
and is allowed to invite support people.
Transportation shall be arranged by designee.
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4)

5)
6)
7)

0

Home visit shall be conducted by social Services
Coordinator (and teacher, if possible). Enrollment
forms, temporary placement and other forms shall be
filled out. The orientation packet shall be
explained. Another home visit shall be scheduled,
if necessary, to complete forms. Transportation
information shall be given to parents. Parent
signs up for a school visit.
Forms shall be given to school secretary to ensure
they are complete.
Entrance to school.
Letter sent home at least 4 days prior to parents'
scheduled date of school volunteer.
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YEARLY PLANNING
1)
A date shall be set by all Pre-school staff at the
end of the school year for a planning day at the
beginning of the following year to spend a half day
planning.
2)
All pre-school staff shall fill out the yearly
planning form.

MONTHLY PLANNING
1)
Dates for monthly planning shall be set at the
beginning of the year. They shall take place (at
latest) the last Monday of the month for planning the
following month.
2)
The day before each planning the Education
Coordinator shall distribute the agenda with estimated
time line of eac.h topic.
3)
Each teacher/aide shall bring books and songs that
are pertinent to the months theme to share.
4)
Each teacher (optional for aide) shall fill ·out the
Monthly Planning form.

.

.

YEARLY PLANNING FORM

September

O::tober

November

December

January

Social
Emotional
Focus
Langue.;)3
Represent.
Focuses
Motor Focuses
Other Key
Experience
Cultural
Seasonal
Focuses
Heolth
Nutr it1on
Safety
Events &
Field
Trips

w

<.,1

.

.

YEARLY PLANNING FORM

February

March

April

May

June

Sccial
Emotional
Focus
Langu~
Represent.
Focuses
Motor Focuses
other Key
Experience
Cultural
Seasonal
Focuses
Heelth
Nutrition
safety
Events&.
Field
Trips

w

O"\

' 1

MONTHLY PLANNING
Sec/Em. O b j · · - - - - - - - -

Key Experience._ _ _ _ _ _ _ __

Lang./Represent. Obj··------

Cultural/Seaoonal _ _ _ _ _ _ __

Motor Obj. _ _ _ _ _ _ _ __

Health/Safety O b j · - - - - - - - -

Month of _ _ _ _ _ _ _ __

OBJECTIVES

SMALL GROUPS

BCOKS,.SONGS,
& LARGE GROUP

ROOM /1.R EAS,
MATERIALS

FIELD TRIPS
AND SPECIAL EVENTS

Week 1

Week 2

Week 3
w

-.J

Week 4
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ATTENDANCE PROCEDURE
1.

After the child has been gone for three
consecutive days an Inter-program referral form
shall be filled out and given to the Social
Services Coordinator.

2.

The Social services Coordinator shall make a phone
call and/or home visit and return the yellow copy
of the Inter-program referral form to the teacher.

3.

If the Social Services Coordinator is not
available and will not be available within a few
days the teacher shall make a phone call and/or
home visit and fill out a Family Contact form.
The yellow copy shall be given to the Social
Services Coordinator.
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PAINE CHILD DEVELOPMENT CENTER

FAMILY CONTACT FORM
DAT.___ _ _ _ _ _ _ _ _ _ _ _ __

HOME VISIT _ _ _ _ _ __

CHILD·--------------

CLASSROOM CONFERENCE._ __

PARENT / G U A R D I A " - - - - - - - - -

TELEPHONE CONFERENCE _ __

CONTACT MADE BY_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
PERSONS PRESENT DURING VISIT _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

PURPOSE OF VISIT _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
MATERIALS T A K E , " - - - - - - - - - - - - - - - - - - - - -

CONTENT OF VISIT (What dld I see/oo)

PARENT SUGGESTIONS, CONCERNS, OR NEEDS (What I was told)

FOLLOW-UP ( Referrals, Ideas for next visit, etc.)

ADDITIONAL COMMENTS: - - - - - - - - - - - - - - - - - -
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PAINE CHILD DEVELOPMENT CENTER

INTER PROGRAM REFERRALS

CHILD'S NAME._ _ _ _ _ _ _ _ _ _ _CENTER._ _ _ DATE._ _ __
ADDRESS

HON,c___ _ _ _ _ _ __

PARENT OR GUARDIAN

REFERRED BY_ _ _ _ _ __

REFERRED TO:
SOCIAL SERVICE_ _ _ __

HEALTH,_ _ __

TEACHER _ _ _ _ _ __

SPEECH,_ _ __

OTHE"----------------REASON FOR REFERRAL:

REPLY:

SIGNATURE

DATE RETURNED

DATE

SIGNATURE
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ABUSE AND NEGLECT PROCEDURE
DOCUMENTATION OF NEEDED FAMILY INTERVENTION:
1)
If neglect or bruises/cuts are present the teacher
shall fill out the Inter-Program Referral form.
2)
The teacher keeps the pink copy and gives the two
other copies to the Social Services Coordinator.
3)
The Social Services Coordinator shall make a phone
call and/or home visit and fill in the results on
the form.
4)
The Social Services Coordinator shall give the
teacher the yellow copy of the form after the
follow-up is completed.
REFERRAL TO CPS:
1)
Person suspecting abuse/neclect will fill out the
CPS referral form.
If possible both the Social
Services Coordinator and the teacher will fill it
out together.
2)
The teacher shall keep the yellow copy of the form.
3)
The Social Services Coordinator shall keep the
white copy of the form and make a copy of the form
to give to the Director.
4)
The Social Services Coordinator, and teacher if
possible, shall call CPS.
5)
The pink copy of the form shall be given or mailed
to CPS by the Social Services Coordinator.

PAINE SCHOOL
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Family Services
Suspected child abuse and neg1ect report

Following an oral report to the Social Services Coordinator or Director, the reporting
staff member shall complete this form 1n full. The form wm be filed in the Family
Services file.
CHILD'S NAME: _ _ _ _ _ _ _ _ _ _ _ _...nG,E: _ _ _,D.O. B . - - - ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ __
PARENT'S OR GUARDIAN N A M E - - - - - - - - - - - - - - - - - ADDRESS=-----------------------Check appropriate space indicating the type of alleged abuse:
( )Physical Abuse
( )Physical Neglect

( ) Sexual Abuse
( ) Emotional Abuse
( ) other (specify),_ _ _ _ _ _ _ _ _ __

Identify of alleged perpetrator _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Objective information: ( What did you sae?) Be specific.

Subjective information: ( What were you told; what other information do you know?)

other persons living in the home:
Previous injuries? (Report dates)
_ _ _.u,ate of oral report
( Staff person filing report)
_ _ _.,_,ate of written report - - - - - - - - - - - - - - - - - ( Family Services Manager /Director)
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PAINE SCHOOL
DISASTER PLAN
LOST CHILD
1.
2.
3.
4.

Notify Crisis Team
Call parent if pick up time
Call police
Document where and when child was last seen,
clothing, appearance.

ILLNESS/INJURY TO CHILD
1.
2.
3.
4.
5.
6.
7.

Attend to child
Get Crisis Team member
Classroom aide and available staff/parents remove
other children from situation
Assess situation
Call 9-911, if needed
Call parents
Teacher shall fill out the Emergency Log form in the
main office as soon as possible.

If unable to contact parents and child is not sent to
hospital or if the injury is minor the Emergency Log
form shall be filled out.
An Accident Report form or
the Head Injury form shall be filled out and sent home
with the child.
PLAN FOR IDENTIFICATION OF CHILD
Pictures are attached on the back of the students'
individual attendance cards located in the main office.
"PAINE" ALL CALL FOR AN EMERGENCY
If there is an emergency, "Paine School" and a location
will be announced over the intercom. At that time all
available staff should report to the named location. At
least one teacher or one aide should remain with the
class.
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SITUATIONS INVOLVING ADULT(S)/STUDENT(S) WHO COULD HARM
THEMSELVES OR OTHERS
1.
2.
3.
4.

contact Crisis Team
Available staff and parents shall remove other
children from situation
Assess situation
Call police

An undesirable person who is not supposed to be on the
premises should be asked to leave and the crisis team
shall be notified.
If that person is unwilling to
leave the police shall be notified immediately.
CRISIS TEAM CONSISTS OF:
School Director
Staff Assistant
Secretary
Social Worker
Head Custodian

(

DAILY LOG OF ACCIDENTS - ILLNESS
Use Ink Only

DATE

TIME

NAME

PROBLEM AND COMPLAINT

CLASS

STAFF

-

.,,.
u,
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PAINE SCHOOL ACCIDENT REPORT

Name
Time

Date

Nature of injury

Recommendation of Parent Action

signature and title
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WALLA WALLA PUBLIC SCHOOL
HEALTH SERVICES

Date
Dear Parents:
Your child,
, bumped
his/her head today. We have applied ice packs and after
resting, he/she seems and appears to be all right. We
are sending this notice as we were unable to contact
you, and we do want parents to know about any possible
head injuries.
If your child should become excessively
drowsy or sleepy, has pupils of unegual size, double
vision, trouble speaking, should start vomiting or
complaining of a headache or dizziness, or other
symptoms during the next 24-72 hours, then you should
notify your doctor of this injury and seek his/her
advice.
If you are unable to reach your doctor, call
the emergency room at the hospital of your choice.
Signature
Title
School
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FIRE ALARMS AND DRILLS
Each room shall have the Procedures for Fire Drills
posted.

Adult staff are to be familiar with those fire

procedures.

In addition to knowing their main route of

exit from the building in the event of fire, all staff
persons are responsible to identify alternate escape
routes.

They shall be posted in each room by the door.
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FIRE DRILL PROCEDURES

The building is required to conduct a minimum of two (2)
fire drills each month that school is in progress.
These drills are to be recorded in the office and copies
sent to the Fire Department for accountability. The
smoke alarm system has provided us with routine practice
opportunity, so please respect the drill procedures and
respond accordingly.
Special Responsibilities:
Teachers

1. At the drill signal sound, calmly line
your children up by classroom at the exit
doorway. Since you have taken attendance when
the children arrive, take your attendance
record with you as you depart the building.
One staff member at the front of the line and
the other at the rear.

Teachers

2.
Close any windows/doorways that are
convenient and will not slow the removal of
the children from the building.

Teachers

3. Unless otherwise indicated, lead your
children to the nearest building exit and walk
out to the fence which surrounds the building.

Teachers

4.
Immediately take roll to verify the
presence or absence of any child belonging to
your group.
If anyone is absent either report
to the supervisor of the building or other
appropriate person.
If necessary, have others
watch your group while you attempt to locate
the child.
If it is determined that a child
may be in the building, send someone into the
building or go yourself if at all possible.

Teachers

5.
Be prepared to account for your children
when someone comes around to check for
accuracy of accountability.

Teachers

6. Return to the classrooms when the
ALL-CLEAR bell signal is heard.
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Teachers

7. When children from different homerooms are
together, the teachers should keep a daily
record of presence, or absence, of children
under their supervision, in addition to the
regular group. The special list of
mainstreamed children should be posted both in
the classroom roster and by the exit of each
classroom. Take this list with you when
leaving the building for fire drills or the
real thing.
When homeroom groups are together in the
activity room or another location, there
should be a record accounting. Teachers who
combine their children should take attendance
books with them to those rooms or areas.
8. The secretary and/or principal.will close
the office area windows and doors.
9. The principal, custodian, records keeper,
and social services worker shall check the
building for any persons left inside according
to the prearranged schedule. While doing
this, they will close doors and windows left
open.
10. The principal or designate shall check
with each group of children for accountability
immediately upon completing the check of the
building.

Teacher

11. For the most efficient removal from the
building, each teacher should practice with
different situations as are likely to occur in
the event of a drill or real fire alarm.
Run
your children through the drill process as an
educational experience two (2) times per
month.
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MEDICATION DISTRIBUTION
If medication needs to be distributed at school the
steps below shall be· followed:
1.

Parent shall fill have physician fill out the
physician section of the form.

2.

Parent shall return completed form to child's
teacher, along with the medication.

3.

Teacher shall file form and place medication in a
locked storage.

4.

Teacher shall distribute medication at prescribed
time and return medication to locked storage
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AUTHORIZATION FOR ADMINISTRATION OF ORAL MEDICATION AT SCHOOL
Student's Name _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Birthdatc:....__ __
School _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Grade_ _ _ _ __

=========----=============================-=----------------THIS PORTION TO BE COMPLETED BY THE PHYSICIAN
NAME OF MEDICATION

METHODS OF
ADMINISTRATION

DOSAGE

TIME OF DAY
TO BE TAKEN

Reason for medication to be given during school h o u r " - - - - - - - - - - - - -

Anticipated actio ' - - - - - - - - - - - - - - - - - - - - - - - - Possible side effects of medicatio ' - - - - - - - - - - - - - - - - - - Emergency procedure in case of serious side e f f e c t " ' - - - - - - - - - - - - I request and authorize that the above named student be administered the above identified
medication in accordance with the instructions indicated above for the period
commencing with the _day of
• 19_ through the _ _day of
•
19__ as there exists a valid health renson which motes lldministr11tion of
the medication advisable during school hours or during such time that the
student is under the supervision of school officials.
Such medication may be
administered by medically untrained school personnel.
Date of Signature

Telephone Number·-------

Physician's/Dentist's Signature
(We recommend that PA orders be
countersigned by the supervising
physician.)
Nam,"------------( Print or type)
Address,_ _ _ _ _ _ _ _ _ __

=============================================================

THIS PORTION OF THE FORM JS TO BE COMPLETED BY THE PARENT /GUARDIAN.
I certify that I am the parent, legal guardian, or other person in legal control of the
above identified student and request and authorize the school to administer the above
identified medication to the above identified student in accordance with the perscription
or doctor's instructions for the period beginning the _day of
, J 9_ through
the
day of
, l 9_ _ ( not to exceed one school year).

Medication will be supplied to the school in the original container.
Date of Signatur"-----

Signature,_ _ _ _ _ _ _ _ _ _ _ _ _ __
Telephone Number_ _ _ _ _ _ / _ _ _ __
Home
Work
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CHANGING PROCEDURE
1)

2)

3)
4)
5)

Assemble supplies:
sterilized paper on changing surface
plastic gloves on hands
wet paper towels and soap
plastic sack and marker pen
clean clothes
Diaper:
Remove and place in plastic-lined garbage can.
Cover garbage can with lid.
Underware/Soiled Clothing:
Remove and place in plastic sack. Label with
child's name.
Clean child with wet paper towels and soap. Put
used paper towels in plastic lined garbage can and
cover garbage can with lid.
Put on child's clean clothing.
Remove gloves and follow the same procedure as used
paper towels.
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BUILDING ALERT TEAM (BAT)
Children that are referred to the Building Alert Team
(BAT):
-New special needs children that are referred by
other agencies (ESD, parents, Spec. Services, other
agencies) are referred to gather input on
assessment procedures placement options.
-Any child already enrolled in a program at Paine
(ECEAP, Head Start, Chapter I, Developmental Ed.)
that is a focus of concern needing team input.
-Children enrolling from one program to another to
ensure smooth transitioning.
The BAT team shall consist of:
-one teacher from each program (Chapter I,
Developmental Education, Head-Start/ECEAP)
-the child's teacher
-pre-school screening coordinator
-BAT chairperson
-appropriate support staff (nurse, OT, CDS, Psych)
Referral Procedure:
1)
The person wishing to refer the child to the
BAT team shall fill out the BAT Referral Form.
2)
The completed form shall be given to the
chairperson.
3)
The BAT chairperson shall prepare the agenda,
set the meeting date and post the meeting
date in the office.
4)
The child shall be discussed and decisions
written on the form.
5)
The yellow copy of the form shall be given to
the teacher to go into the child's files.
6)
The original copy shall be kept in the BAT
logbook.
7)
The pink copy shall go to the pre-school
screening coordinator if necessary to test
child.
8)
Follow-up is necessary. Every child shall be
re-evaluated at least three times a year. The
chairperson shall consult with the teacher to
up-date form and to place child on agenda, if
necessary.

BUILDING

ALERT

Paine Child Development Center
Referral Date,_ _ _ _ _ _ __
Student's Namc....._________ Birth Date,_ _ _ _ _ _....r,ge_ _ _ __
Pt:1rent's Neme_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Address,_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Phone,_ _- - ' - - - - - - Teocher _ _ _ _ _ _ _ _ _ _ _ _ _ _ Referred by_ _ _ _ _ _ _ _ _ __
REASON FOR REFERRAL:

Par.ent Awareness/Response:

Steps elready tt:1ken ( wht:1t works, wht:1t hflS not):

BACKGROUND DATA:
Health Information/concerns: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Family I nformat1on/Concerns: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Developmental Test Scores ( Language, Motor, Concepts, Social/Emotional):

Previous Services/Intervention:. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

(

(continued next page)
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BUILD1N6

ALERT

Page 2

Date

Continued
Concerns

Activities to
Meet Needs

Who/When

Follow Up

.
Principal's Signatur..___ _ _ _ _ _ _ _ _ _~------Dat.c;__ _ __
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COMMUNITY REFERRALS
The Pre-school Coordinator shall:
1)

Obtain a release of information

2)

Collect information from parents, prior school
district and any other agency that may have
pertinent information on the child.

3)

Screen the child if needed.

4)

MDT assessment and distribute information to MDT

5)

Placement or referral to another program/agency.
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REFERRALS FROM BIRTH-THREE PROGRAM
(SERENDIPITY)
1.
Serendipity will contact the coordinator for out of
building screening and referrals. A staffing shall be
set up two months prior to the third birthday and/or the
date of the anticipated MDT assessment.
2.
Serendipity will indicate if the child has a need
for related services or calls for special building
considerations. Other professional involvement will be
discussed and those felt appropriate to assist the
staffing will be determined (DDD, CPS, medical, etc.).
Contact will be divided as convenient.
3.
Background documentation in the district will be as
complete as possible prior to the staffing. Serendipity
will assist with releases, indicate information sources,
send what data they possess, etc.
4.
District staff present at the staffing minimally
will be the occupational therapist, the psychologist and
the communication disorders specialist as well as both
preschool handicapped teachers and the social
services/preschool coordinator.
5.
Both Director of Special Education and Paine Early
Childhood Center Administrator shall be invited to
staffing.
Both shall be informed if the child appears
to need related services or has special building needs
and if there is an active Children's Protective Services
involvement.

REFERRAL/ASSESSMENT PROCESS FOR CHILDREN 3-6 YEARS
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Refei::ral - Preschool Coordinator who will:
-

obtain permission to assess
obtain release of information
set assessment date
collect pertinent information and
distribute to MDT members
Assessment

-MDT meets every Wednesday morning to assess
-assess child using Batelle
Child Doesn't qualify

Child qualifies
- Teacher summoned by Preschool
Coordinator.
If possible the
teacher shall leave classroom
to meet parent/child
OR/AND
parent/child are taken on tour
of school and classroom
- Placement is offered to parent

- referral to other
agencies if
necessary

· - - - - - - - - - - - - ~ - - - - - - - .........1

Parent signs temporary
placement form and an
entrance date is set

[-

I

-----·----

Parent chooses to take
placement form home

..

Entrance papers/rules and
regulations are gone over with
the parent by the Preschool
Coordinator and the forms
necessary for enrollment are
filled out.
Pre-school Coordinator Shall:
- get information to teacher
- turn in transportation request
form
Placement of child/School Entrance
- child shall be reassessed using
Alpern-Boll Developmental Profile II
- teacher shall set an IEP date
according to Procedures for
Notification of IEP.

Information given to
teacher

Teacher and/or Preschool
Coordinator shall make
'follow-up phone call
approx. 1-!,- weeks later.
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BUSING

REQUEST

Name
Address
Parent/Sitter
Phone#
School
Teacher
AM/PM
Bus Schedule

AM:

Bus #
to

at

PM:

Bus #
to

at

start Date:
Person Making Request:
Notify_ Transportation (Check off or mark date when
follow up contact is made)
School Secretary/Teacher
Parent
Psychologists
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WALLA WALLA SCHOOL DISTRICT
Special Services

Initial Under 18

llssessment Dectsion/Consent for Assessment

_ _ _ _ _ _ _ _ _ _ _ _ _ has been referred to Special Services as a focus of
concern because of a suspected handicapping condition by:
Namc__ _ _ _ _ _ _ _ _ ___,..osition, _ _ _ _ _ _ _ _ _.vat."----for the following reasons:

We have reviewed school district records and believe assessment is needed for planning
an appropriate educational program. In order to reach this decision, we used the
following date ( may include group tests, observations, grades, options considered, and
attempts to resolve problems):

Assessment is proposed in some or ell of the following areas: scholastic, emotionel,
social, physical, intellectual, language, speech, or hearing. To do a thorough job, the
assessment may include individual tests, observations, and interviews. The personnel
involved in the assessment could include the psychologist, communication disorders
specialist, hearing specialist, and occupational therapist. A list of the tests that may be
used in the assessment is available upon request.
If you give approval for assessment, results will be shared with you within thirty-five
( 35) school days efter this form is received by Specie] Services ( or by a mutuelly
agreed upon date). You have the right to accept or reject the services. A statement of
your rights is printed on the back of this form. It is the policy of the District to involve
parents in all actions relating to Special Services and programs for children. Please
sign below and indicate your preference for assessment. If you have questions, please
call your school principal, teacher, or the Director of Special Services ( 527-3000).
School staff making referral

Date of referral

___Permission is given to conduct the evaluation as described.
___Permission is denied.
Parent of Guardian (Signature)

Date
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WALLA WALLA PUBLIC SCHOOLS

Administration Office
364 South Park Street
Walla Walla, Washington
99362-3293
( 509) 527-3000
SPECIAL SERVICES
TEMPORARY SPECIAL EDUCATION PLACEMENT AGREEMENT

Birthdate: _ _ _ _ _ _ _ _ _ _ Proposed Placement: _ _ _ _ _ _ _ _ __
Chronological A[J3: _ _ _ _ _ _ _Teacher_ _ _ _ _ _ _ _ _ _ _ __
Staff s i g n a t u r " - - - - - - - - - - - - - - - - - - - - - - - - Dear Parent or Guardian:
We are requesting the temporary placement of your child for the following reasons:

Within 30 days following the temporary placement, your child must be fully assessed to
determine eligibility for continuing special education services and to plan an
appropriate program. A brief description of the temporary placement follows:

Please sign and return to the Special Services Office.
APPROVAL

DATE

REJECTION

DATE

Director of Special Education

DATE

PARENT OR STAFF COMMENTS:
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REFERRAL FOR SPECIAL SERVICES
If a parent or teacher feels that a child needs to
be assessed for special services (or for further
services) the Referral Request for Special Services Form
shall be filled out and mailed to the Special Services
main office.
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WALLA WALLA SCHOOL DISTRICT# 140
SPECIAL SERVICES
REFERRAL REQUEST FOR SPECIAL SERVICES

( Please fill out as completely as possible)

Student

Sex

Birthdate

School

Grade

Parent/Guardian

Address

REFERRAL FOR:

~

(Yr/Mo)

Home Phone
Teacher

Work Phone

Psychological Services _ _ _ _ Speech,_ _ _ _ _ __
Hearing Services
Other _ _ _ _ _ __

REASON( S) FOR REFERRAL: ( Relate specifically to areas below; include test scores.)
Academic:

Social/Emotional: ( List behaviors)

Speech/Languroe Skills: ( Describe the problem as you see it.)

Vision: R·---'-·---'-'Date: _ _ _ _ Hearing: R_ _ __._ ____Date: _ _ __
Referred by:, _ _ _ _ _ _ _ _ _ _ _ _____LJete: _ _ _ _ _ _ _ _ _ __
Principal's Signature of.Approval: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date:: _ _ _ _ _ _ _ _ __
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RECORD CONFIDENTIALITY POLICY
The office and classroom records of the children
enrolled in Developmental Education contain a large
amount of information which is confidential. Such
information should only be released to those people in
the program who need it in their work with the children
or to monitor and evaluate the program. The school
Principal/Director of Special Education shall have the
responsiblity for identifying those individuals who will
have access to the records.
1.
Parents must fill out release of information forms
to give anyone outside of the school district permission
to see the records.
(Except in the case of suspected
child abuse or neglect where files are available to all
professionals involved in the investigation)
2.
All records are to be kept in a locked file cabinet
where unauthorized people can't see them.
3.
It must be explained fully to the parents that the
information obtained in the health history will remain
confidential and will not be released to anyone without
the parent's/guardian's written consent. The parents
must also be informed as to why the detailed information
about their child is being collected.
4.
Writing down confidential information, such as that
contained in a child's records, should be limited to
information needed to work with the child and/or family
and should not include heresay or rumors. All
information should be written in a non-judgemental way,
stating only the facts.
5.
Confidential information about a child or family
should not be revealed to other parents or to staff who
are not working with the child.
6.
If confidential information needs to be shared with
another staff member to help him/her work better with
the child, have the discussion in a private place and
limit it to necessary information only.
7.
Be discreet about what you say about a child or
his/her parents and to whom you say it.
8.
All pertinent records should be kept in the Special
Education Office.

WALLA WALLA SCHOOL DISTRICT# 140
Special Services
364 South Park
Walla Walla, Washington 99362
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AUTHORIZATION FOR MUTUAL EXCHANGE OF CONFIDENTIAL INFORMATION

This information is for the confidential use of the Walla
Walla School District personnel who are directly concerned
with helping this child.

I hereby authorize _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
an,U----------------------------to release all confidential psychological, medical, speech, hearing, and/or social
information concerning _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
( Name of Child)
( Date of Birth)
TO:
Special Services
Walla Walla School District# 140
364 South Park Street
Walla Walla, Washington 99362

Signature of Parent or Legal Guardian

Relationship to Child

Address

Date

In accordance with the requirements of the Family Educational Rights and Privacy Act of
1974, information sent or received by Public Schools may not be shared with any other
party without the written consent of the parents, guardian, or the student ( if 18 years
or older and not under legal guardianship).
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PROCEDURES FOR NOTIFICATION OF IEP

The following procedures are to be guidelines when
notifying parents of an IEP meeting. The Washington
Administrative Code 392-171-456 is the basic reference
supplemented by the School District Special Education
Department procedures.
I.
"Each school district shall take steps to assure
that one or both parents of the handicapped· student are
present at each meeting or are afforded the opportunity
to participate."
A.

Notify parent(s) early.

B.

Establish a mutually agreed upon time.

II. A "Notice of Individual Education Program Meeting"
form shall be filled out and sent to the parent(s). A
copy of the form shall be kept in the child's file and
attached to the IEP when it is completed.
III. If a meeting is conducted without the parents a
record should be made including:
A.

Detailed records of ·telephone calls made or
attempted.

B.

copies of correspondence sent to parents and
any responses.

C.

Records of any visits to the parents home.

In addition to the above summary of the WAC the
following procedures will clarify:
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I.
On an initial IEP when a student has not previously
received special services, a conference must be held
with the parent present.
II. On the annual review IEP that is a continuing
service plan:
A.

Teacher should notify parent and establish a
mutually agreed upon time.

B.

Teacher notifies other team members who should
be present.

C.

If the parent does not appear at the
designated time and has not notified the
school or teacher of the cancellation, the
meeting can proceed as scheduled. Each team
member present can contribute, write goals and
objectives if appropriate, and sign the IEP
indicating their presence with an*·

D.

The teacher tries two more times to arrange a
conference with the parent. The conference
can take place between the teacher and parent
without including the other committee members.
(This is optional. Others can be included if
they desire.)

E.

If the teacher is unable to arrange the
conference with the two additional attempts,
the unsigned IEP and documentation of the
contacts to schedule should be sent to the
Special services Office.
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WALLA WALLA SCHOOL DISTRICT
364 South Park
Walla Walla, WA 99362
SPECIAL SERVICES
NOTICE OF INDIVIDUAL EDUCATION PROGRAM MEETING
Dear
You are requested to participate in the annual development of an Individualized Education
Program ( IEP) for
Parents and the school staff jointly plan the gJBls and objectives each year for those
children or students who receive special education or related services. It is now time to
develop the service plan for your child.
Your attendance at the meeting is important for your suggestions and approval of the
placement and program. Also attending the meeting will be your child's teacher or
teachers and one or more of the support staff:
-~Sc~.hool psychologist
_ _Communication disorders specialist
_ _Occupational therapist
_ _other_ _ _ _ _ _ _ _ _ __
You may also request particular staff members or others outside the school setting to
attend the meeting.
The action proposed at the meeting is the development of a written plan which will
include a description of the current levels of performance and annual goals. The current
levels of performance and gJBls will be based on normative tests, teacher /staff
observations, and parent input.
The IEP meeting has been set for:
Date:

Time:

lace: _ _ _ _ _ _ _ _ __

If you are unable to attend the meeting, please notify me so that a mutually satisfactory
time can be scheduled. If you have any questions regarding the content of this notice or
about the meeting please call.
Sincerely,
Phone:

Date·notice send: _ _ _ _ _ _ __
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ROUND-UP SCREENING
The Pre-school Coordinator is in charge of fulfilling
the following:
At least two months prior to Round-up screening time
-set date for screening
-Organize people and times for screening.
-Present the proposed plan to the Director of
Special Education and staff that will be involved
in the screening
-Prepare a flyer and order copies from the Printing
Office (English and Spanish)
-Make arrangements for an add to be ran in the
local papers (Union-Bulletin and Buyline). These
adds are to be ran starting at least two weeks
prior to the screening.
-Check supplies and reorder what is needed
Screening materials
balloons
stickers
name tags
colored pens
camera film
file folders
-Make arrangements for obtaining a tank of helieum
-Set up times for re-screenings
-The Director of Special Education shall hire:
-a secretary for the week prior, the week of
and at least one day after the screening
-an aide for the day of the screening to
~ssist in babysitting
-Notify Special Services Secretary or designated
person of dates, etc. This person shall
distribute flyers to agencies who are willing to
help advertise for the screening (includes radio,
pediatricians, ·community agencies, etc.)
-Have exit interview copied off in 2-part NCR
Two weeks prior to screening
-Check with Newspapers and Cablevision to ensure
advertisement
-send in work order to Maintenance to have helieum
picked up and returned.
-Put advertisement for screening in school district
fliers
-Distribute to all K-2 grades to be sent home with
children
-Copy off the "cut off & observation" sheet for
each table in screening
-Make up re-screen schedule sheet
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~Meet with building principal to go over details
and to ensure that janitor shall set up room the
night prior to screening
-Copy off hearing forms
-Meet with school staff to go over roles of
individuals and assign tasks to each
-Distribute flyers around town (grocery stores,
laundromats, etc.)
Day before screening
-set up tables, signs, play areas and gather needed
equipment for each area extension cords for
hearing test kits for each area
Day of screening
-Each staff member shall carry out their assigned
duties and check to ensure all needed equipment is
at their assigned station
-Take pictures of children who need re-screened or
who there are-concerns
-Parents shall sign up to have their child
re-screened if needed
After Screening
-Send Thank you notes to all staff, volunteers and
people who donated time/equipment
-Put all screened children on computer
Two Days Prior to re-screening
-The parents shall be telephoned to remind them of
the appointment. ·
If there is no phone a home visit shall be made
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EXTENDED SCHOOL YEAR PROCEDURES
1.

2.
3.
4.
5.

6.
7.
8.

9.
10.

11.
12.

13.
14.

For students who were in special education the
previous year and their IEP or reassessment date is
between the start of school and February 1 the ESY
rating scale shall be completed by the MDT prior to
the IEP date.
Rationale:
If score is high (17 and above) there
is a likelihood that the child will qualify and ESY
information can be used on the IEP.
New students placed before April 15:
The MDT will
have ESY rating scale done by that date.
All ESY rating scales should be completed and sent
to the director of special education by April 15.
students placed after April 15: ESY rating scale
shall be filled out by assessment team and sent to
the director immediately after assessment.
If a major change occurs that will change student's
rating scale previously turned in the MDT will fill
out a new scale, noting the change, prior to April
15th.
Director or designee will qualify approximately 5%
(depending upon the need) of the students prior to
April 30.
Director of special education or designee will
notify teachers and specialists of students who
qualify for Es·y by May 1.
The secretary of special education shall send a
letter of acceptance to teacher or specialist of
each student to be sent home with the student on
May 1st.
Amount and duration of services shall be decided
upon by the director or designee by May 10th.
Director, or desigriee, shall choose, based upon the
needs points, what type of services to provide:
home-based, center-based, or services on a
contractual program (i.e. YMCA).
Letter of interest will be mailed by the secretary
of special education to each student's home by May
15th to be returned by the parents by May 22nd.
Secretary of special education shall send a final
list of those students who's parents sent back an
affirmative interest letter. This list shall be
sent out to teachers and specialists by May 25.
DSHS shall be notifed by director or designee by
May 25 if a speech therapist is needed.
Individual goals for each student in ESY, including
curriculum materials, ·suggestions and pertinent
information shall be designed by teachers and
specialist and sent to the director prior to June
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15.
16.
17.
18.
19.

1st. Request for these shall be included with the
list of students who shall be attending (#12).
Director or designee shall make arrangements needed
for alternative placements (contractual programs).
Direcotr or designee shall arragne transportation
for ESY.
Director shall decide what personnel is needed and
position openings shall be announced prior to May
25th.
Superintendent shall hire personnel to fill
positions prior to June 5th.
One week prior to start of ESY the secretary for
special education or designee shall mail a reminder
letter to each student's home with final
arrangement details included (i.e. transportation).
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Secretary sends
out FSY rating
! Forms received by
Forms to CDS & or
by teacher. Fill
(students who
/
/
L.'.:'.=sc::.:a,.,,le"-"',.a....:~:=fth-r..,;ee::,:,ar:::........J",~I
out primary info.
receive these only)
Growth rates,
Fill out primary
regression & recoup
info. Growth rate,
i calculated.
MlJl' meets. Completes FSY [
regression & recoup
rating scale. Recommends I
calculated.
t
of
am
\
Director/designee shall\
-qualify -5% of
students according
to need

I Secretary sends letter
CDS & or send· letter ~ of acceptance to teachers
of acceptance home
& specialists
'---"w=i=th=-=-=ea=::ch:.::_=s=t=u=d=e~n=t'--__,
of each student

r--

Teachers send letter
of acceptance home
,__..:.w=i~th::.:...=e=a=c~h:...::s~t=u=d=en::.:..:t:..___J

Director/designee shall
-request teachers/specialist to
prepare individual goals, etc.
-determine amt. & duration
of services
~
-choose type of program for each
c . . . . - - -individual
====------'
Secretary shall mail out a letter of
interest to each student's home
CDS&CTr

'

develop
I
individualized,
goals &
materials

Secretary sends out list of those
who will attend to teachers & s cialsist

I

Director/designee shall
-arrange alternative programs
-notif DSHS that a CDS is needed
Director//designee shall
-arrange transportation
st
sition o enings
Superintendent
hires
rsonnel
Secretary mails
reminder letter

Teachers
develop
individualized
goals &
materials

1

WALLA WALLA SCHOOL DISTRICT

#

140

ESY NON-ACADEMIC RAJIN6 SCALE
oo _____

Stud en
School

Needs points:
(5 possible)

1.

Regression noted
during periods
without intervention (vacation,
illnesses,

ge, _ _ _ __
Considered to have
no need for ESY

Mild need for
ESY services

( 1)

(2)

Little

Some

Moderate
need for ESY
services

(3)
Moderate

Severe

need for
ESY
Services I 4'
Severe

Oti,er
Information
I~\

MDT points_._
Total in 5
categories __

etc.)

Speech

2.

Severity of
handicapping
condition

Not a severe
handicap

Mild
handicap

Moderate
handicap

Severe
handicap

Remarks:

3.

Long term
success rate
from past
service period

Little
growth

Moderate
growth

Good
growth

Rapid
growth

Type of program
recommended:
(Circle one)

4.

Stimulation
program support in home
environment

Good

Adequate

Some

Very Little

Home-based

Motor
Social
Academic _ _
SelfHelp

5.

Least restrictive
environment
(Interference
with other
activities.

Center-based
Prohibits other
activities
significantly

Moderate
interference

Some interference

Does not
interfere
significantly

Contractual
with:
s.J
V,
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TRANSITION FROM PRE-SCHOOL
1.

Meet with parent. Tell them their rights.
Recommend a placement to the parent. Encourage
school visitation and inform the parent of the
steps that need to be done in order to enroll the
child.

2.

The teacher shall contact the school the student
shall be attending next year.

3.

The teacher shall make up a file that contains
pertinent information (strengths, weaknesses, IEP,
allergy info., CPS caseworker, etc.).

4.

The teacher shall set a meeting date with the future
teacher and go over the file.
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CHAPTER 5
SUMMARY, CONCLUSIONS, RECOMMENDATIONS
Summary
Educating handicapped children ages three to six is
a new endeavor in the United States.

In the past Head

Start Programs have been most effective in educating
this population.

In this study it was found that Head

Starts were the most advanced in having written
philosophy and procedures manuals (with private
pre-schools excluded).
The topics to go in the manual were chosen through
review of Head Start procedures manuals, a program
self-study and an informal interview of school staff,
MDT members and the school administrator.

The manual

was then developed using existing but unwritten
procedures, informal interviewing of school staff, and
reviewing, adapting and adding to the Head start
procedures.

Recommendations
It is recommended that school districts develop
philosophy and procedures manuals for programs that
educate developmentally delayed preschool children.
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This manual is applicable to all center-based
preschool programs, including kindergartens.

It is

recommended that if this manual be used that it be
adapted to fit the individual program.

Conclusions
The literature in the development of a philosophy
and procedures manual for preschool special education
is, at this time, sparse.

Because of this much

searching and confusion is currently going on in many
school districts.

From data collected it appears that

level of comfort in this area is staggered throughout
the state and nation.

When education of these children

is more developed then it is likely that literature will
become more diverse.
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Self Study Recommendations

(

Put together a slide show to use to promote Paine Child
Development Center
Have an interagency information sharing tea
Parent trainings on IEPs, and resources available to
parents (Assoc. for Retarded Citizens, Division of
Developmental Disabilities, Salvation Army, etc.)
Family needs assessment
I
't

Group to find solution/recommendation for placement of,
five year olds.
Set up consultation time with Occupational Therapist and
Communication Disorders Specialist.
Invite parents to yearly and monthly planning
Integration with other programs
More field trips to give children real life experiences
Write a philosophy
Write an emergency plan
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